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ltem .
No. Description Retention

General Correspondence

Subject arrangement of original incoming, copies of Screen annually. Destroy
outgoing letters, memoranda, reports, meeting minutes, material over three years
directives, studies, policies and other miscellaneous old which has no further
papers relative to this office. value. Materials which
illustrate policy
procedures and development
of the department and
college are to be trans-
ferred to the history file
for permanent retention.

Budget Reports and Purchasing Information

These are budget reports received monthly from the Retain for three years;
Budget Office also copies of Purchase Orders and then destroy.
information on equipment.
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DEPARTMENT OF GENERAL SERVICES
Rscords Managenent Division

" AGENCY RECORDS IMVENTORY

1. Departnent 2. Division .
STATE UNIVERSITIES AND COLLEGES tmfROSTBUPG STATE COLLEGE
Biology
Le Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and thich ~
may be transferred or disposed of as a unit,) :
. Description: (Oive a brief description of a typical folder; include eontent, purpose, and

Se Present Volume on Hand (No. of file drawers) |7. Audit Requirements
’ 8.0 State 7
6, Bstimated Accumulation (Yearly) Poderal [—/ Internal [7
.5 Independent
mal 7

form name(s) and number(s).

General Correspondence - Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes, directives, studies,
_policies and other miscellaneous papers relative to this office.

s

Estimated Activity per File Drawer: (Activi Onidoz HIGH (used daily); HII)JIIH (once/tarice
mon 10W (less than once mon
Current Year @ X it i

After 1, Yr, H @ L 3 years

After what year does activity become IOV

e

10, Recommended Retention: screen annually. Destroy
material over three years old which has no further
value. Materials which illustrate policy
procedures and development of the department and

college are to-be transferred to the history file
for permanent retention,

Could Record Series be stored in the State
Records Center,
s /7 w[XT

!«m

1. Inventory prepared by Pauline L. Bittinger Dates 1/8/87
(Print Xame) o
Telsphone Mumber: 689-4166 .
DGS-550-4 1/81

Fig. 7
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1. Department 2. Division
STATE UNIVERSITIES AND COLLEGES UnfROSTBURG STATE COLLEGE
3. t
Biology

e Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which
_ msy be transferred or disposed of as a unit,)

,  Description: (Oive a drief description of a typical folder; include content, purpose, and
form name(s) and number(s).

Budget Reports and PurchasingAInfdfmation - These are budget reports received

- monthly from the Budget Office also copies of Purchase Orders and information
~ on equipment.

Se Present Volume on Hand (No. of file drawers) |7, Audit Requirements

. 6.5 State 7

6, Bstimated Accumulation (Yearly) Federsl [ Intermal [=7
) Independent

rmal OF
8. EBstimated Activity per File Drawer: (Activity Ouide- HIGH (used daily); MEDIUM (once/twice
monthly); 10W (less than once monthly).
Current Year )

After 1. YIr, H ® L After what year does activity become IOW _3 years

Y Could Record Series be stored in the State 10, Recommended Retention: Retain for three years;
-Records Caenter, then -destroy.

s /L7 W X7
”>

Ll Inventory prepared by Pauline L. Bittinger Dates 1/8/87
: (Print Name) :
Telsphone Kuxber: 689-4166 -
DGS-550-4 1/81

Fig. 7




